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1. Preparation and Goal Setting

While delivering trainings in order to develop one’s personal presentation and
teaching skills can be one reason to become a trainer, the core motivation most
trainers share is the deep desire and drive to help people grow into the best versions
of themselves. Delivering trainings is never an end in itself, but an approach towards
personal development and growth.
To fulfill this purpose in the best way possible, a trainer should not only know and
understand the topic at hand, he should be able to take the point of view of his future
participants into account in order to deliver a training that is based upon their needs and
backgrounds. Only then, when based on the participants’ perspective, will a trainer be
able to reach the best possible learning outcome among his attendees.

1.1.

Needs Assessment

The first step towards designing and planning a training session that is based on the
participant point of view is to understand your future participants. Get to know
their background knowledge on the topic, get a grasp on their personal motivation
and involvement, try to the world through their eyes.
A few ways to do a Needs Assessment (NA), are:
● Online survey 1-2 weeks before the training
● Ask the organizers, if no personal relationship with participants
● Get to know the context of the training. Is it embedded in a larger event?

1.2 Bloom’s Taxonomy

Once he understands his future participants better, a trainer should go ahead and
set and define the outcomes he wants to reach from their perspective. One
question that can help at finding and defining the goals of a session, is to ask
“Know do I want my participants to be different once the training is over?” The
results can range from acquiring new knowledge unto a profound mindset shift.

Defining your goals and writing them down can guide you as a trainer while
crafting the detailed agenda of your session. They can serve as reference, blueprint,
and guidance signal. One common model when it comes to (learning) goal setting
and teaching in general is Bloom’s Taxonomy. In its core, Bloom’s Taxonomy conveys
the idea that different levels of knowing are interlinked and, at least partly, built
upon each other. In order to be able to apply the acquired knowledge in a novel
context, one has to understand it first. To understand something deeply, one has to
remember what the facts, ideas, concepts are all about.
As with all models and tools in the context of non-formal education, Bloom’s
Taxonomy is supposed to provide guidance rather than enforcing rules and limiting
our thinking. Not every stage of the taxonomy has to be reached in every session.
The model, in its core, can help the trainer when defining his goals while reminding
him, that every training should be based on the personal development of the
attending participants.

1.3 Training Structure - 4MAT

4MAT is a theory that is often used and referenced in the context of training
delivery and design. It incorporates years of psychological research in how
our brain functions and how people learn. Based on these models and
theories, 4MAT suggests an approach to training design that accounts for
both multiple learning types as well as the learning process itself. According to
4MAT, every training session should start with the WHY. By clearly communicating
and teaching the purpose of the topic we are going to deliver and why it is
important to know about this subject, we, as trainers, can provide focus, context,
and a mental frame for everything that is about to be covered. After clarifying the
purpose, time has come to present a theory or model, given the subject demands
one. This step makes only sense once the purpose has been forgotten. As theory
just by itself is rather useless, every presented model should be followed by a
practical exercise or game in order to illustrate its real world application. In the end,
every model is just a wrapping for the ideas, concepts, and principles it is trying to
convey. These ideas, however, are best understood through practice and
application. At the end of each training, in order to achieve the best long-term gain,
participants need to connect the information and knowledge they gained to their
immediate future. If participants do not apply what they have learned, the content
of the session will soon be forgotten.

1.3.1 WHY?
In the WHY-part of the 4MAT-circle, the trainer ought to achieve a feeling of
purpose and relevance in the minds of his trainees. The participants need to
understand why the presented topic is relevant to them and their lives in
order to spark interest and focus for the rest of the training.
To convey a sense of WHY, the trainer has a broad range of possibilities. In
general, however, it is recommended to let the participants discover the
importance of the subject on a personal level. Just telling them will not suffice.
Below you can find a list of possible options:
●
Collect ideas for WHY through post-it on flipchart
●
Trainer tells a personal story related to the topic (if trainer is vivid story teller)
●
A game whose answer/takeaway is the topic of the training (!!!)
●
Negative example, that makes participants understand why a deep
understanding of the topic is relevant (sometimes through shock)
●
A video of a famous person talking about the topic (expert opinion)

1.3.2. WHAT?
During the WHAT-part of 4MAT, the biggest challenge for the trainer is to deliver a
theory/model, if useful, in an engaging and interactive way. After all, active occupation with
the theory is the easiest way to make sure the content is understood and will be
remembered.
Below you can find a couple of ideas on how to make the WHAT (inter-)active:
● Give them the parts of the model and let participants put these parts in order and
relation
● Ask pax what they think each part of the model could be about. Based on that, discover
the whole model through facilitation.
● Divide pax into groups and let each group present model.
●...

1.3.3. HOW?
As theory by itself will soon be forgotten, the aim of the HOW-part to apply the knowledge
participants learned during the WHAT. Depending on the topic and the related theoretical
approach, a trainer has a broad set of possibilities on how to have pax practice and apply.
A few of those possibilities are:
● Have pax develop and perform a role play to illustrate the core idea in a clear and lucid
manner.
● Perform an exercise that gets pax close to the real-life situation, while creating an
atmosphere in which it is okay to make mistakes.
● ...

1.3.4. WHAT IF?
As a last agenda point in each training, before wrapping things up, participants have to
transform what they learned into their real life. If the knowledge and theory they learned
does not get applied within the next weeks after the training, the impact of the whole
session remains questionable.
Below, you can find some possibilities on how to facilitate this shift of perspective:
● Pax write a commitment letter to their future self in which they describe how they want
to use and apply the knowledge they have gained.
● Pax discuss in pairs about what they learned during the training and where in their
everyday lives they want to use this knowledge.
● Pax form development groups/buddies and check on each other’s personal development
in regular intervals.
While 4MAT is a popular and widely used approach on training design, how each training is
structured and conceptualized in detail should depend more on the topic and participants’
needs, rather than a strict theory or model. The ideas and concepts, however, that form and
create the 4MAT system can provide guidance and clarity for anybody, from junior trainer to
trainer legend.

2. ADULT LEARNING & LEARNING STYLES

2. 1 Learning styles
The Honey and Mumford learning styles are created according to a child’s supposed
preference to learning. The styles postulate that a child is naturally an Activist, Theorist,
Pragmatist, or Reflector. Supporters of learning based on these styles offer that a child's
learning is maximized if said child and parents, seek to understand the style he or she most
associates with and then seek out opportunities to use that style. These learning styles
reflect preferences in learning environments, experiments and information processing.
2.1.1 Activists
Activists involve themselves fully and without bias in new experiences. They enjoy the here
and now, and are happy to be dominated by immediate experiences. They are open
not skeptical, and this tends to make them enthusiastic about anything new.
philosophy is: "I'll try anything once". They tend to act first and consider the consequences
afterwards. Their days are filled with activity. They tackle problems by brainstorming. As
soon as the excitement from one activity has died down they are busy looking for the next.
They tend to thrive on the challenge of new experiences but are bored with implementation
and longer term consolidation. They are gregarious people constantly involving themselves
with others but, in doing so, they seek to center all activities around themselves.
Activities: brainstorming, problem solving, group discussion, puzzles, competitions,
role-play
2.1.2 Theorists
Theorists adapt and integrate observations into complex but logically sound theories.
They think problems through in a vertical, step-by-step logical way. They assimilate disparate
facts into coherent theories. They tend to be perfectionists who won't rest easy until things
are tidy and fit into a rational scheme. They like to analyze and synthesize. They are keen on
assumptions, principles, theories models and systems thinking. Their philosophy prizes
rationality and logic. "If its logical its good." Questions they frequently ask are: "Does it make
sense?" "How does this fit with that?" "What are the basic assumptions?" They tend to be
detached, analytical and dedicated to rational objectivity rather than anything subjective or
ambiguous. Their approach to problems is consistently logical. This is their 'mental set they
rigidly reject anything that doesn't fit with it. They prefer to maximize certainty and feel
uncomfortable with subjective judgements, lateral thinking and anything flippant.
Activities: models, statistics, stories, quotes, background information

2.1.3 Pragmatists
Pragmatists are keen on trying out ideas, theories and techniques to see if they work in
practice. They positively search out new ideas and take the first opportunity to experiment
with applications. They are the sort of people who return from courses brimming with new
ideas that they want to try out in practice. They like to get on with things and act quickly and
confidently on ideas that attract them. They tend to be impatient with ruminating and open

ended discussions. They are essentially practical, down to earth people who like making
practical decisions and solving problems. They respond to problems and opportunities 'as a
challenge'. Their philosophy is "There is always a better way" and "If it works it's good".
Activities: time to think about how to apply learning in reality, case studies, problem
solving, discussions
2.1.4 Reflectors
Reflectors like to stand back to ponder experiences and observe them from many different
perspectives. They collect data, both first hand and from others, and like to think about it
thoroughly before coming to a conclusion. The thorough collection and analysis of data
about experiences and events is what counts so they tend to postpone reaching definitive
conclusions for as long as possible. Their philosophy is to be cautious. They are people who
like to consider all possible angles and implications before making a move. They prefer to
take a back seat in meetings and discussions. They enjoy observing other people in action.
They listen to others and get the drift of the discussion before making their own points. They
tend to adopt a low profile and have a slightly distant, tolerant unruffled air about them.
When they act it is part of a wide picture which includes the past as well as the present and
others' observations as well as their own.
Activities: paired discussions, self analysis questionnaires, personality
questionnaires, time out, observing activities, feedback from others, coaching, interviews.

2.2 Kolb cycle

2.3 About the model
David Kolb published his learning styles model in 1984 from which he developed his learning
style inventory. Kolb's experiential learning theory works on two levels: a four-stage cycle of
learning and four separate learning styles.
Kolb states that learning involves the acquisition of abstract concepts that can be applied
flexibly in a range of situations. In Kolb’s theory, the impetus for the development of new
concepts is provided by new experiences.

2.4 The four-stage learning cycle
Kolb's experiential learning style theory is typically represented by a four-stage learning cycle
in which the learner 'touches all the bases'. Effective learning is seen when a person
progresses through a cycle of four stages: of (1) having a concrete experience followed
by (2) observation of and reflection on that experience which leads to (3) the
formation of abstract concepts (analysis) an generalizations (conclusions) which are then
(4) used to test hypothesis in future situations, resulting in new experiences.

1.
Concrete Experience - a new experience or situation is encountered, or s
reinterpretation of existing experience.
2.
Reflective Observation of the New Experience - of particular importance are any
inconsistencies between experience and understanding.
3.
Abstract Conceptualization - reflection gives rise to a new idea, or a modification of an
existing abstract concept (the person has learned from their experience).
4.
Active Experimentation - the learner applies their idea(s) to the world around them to
see what happens.

2.5 The two continuüms
A typical presentation of Kolb's two continuums is that the east-west axis is called the
Processing Continuum (how we approach a task), and the north-south axis is called the
Perception Continuum (our emotional response, or how we think or feel about it).
Kolb believed that we cannot perform both variables on a single axis at the same time (e.g.,
think and feel). Our learning style is a product of these two choice decisions.

Pyramid of retention rates

This pyramid should be taken with a grain of salt. The percentages that are displayed in this
model are very likely massively incorrect. Namely, it illustrates that there are different ways to
learn, and the more the audience is engaged, generally the more they will remember from
that experience. A key take home message for non-formal educators is thus that should we
want our audience to remember as many things as possible from their training, we should
activate them as much as possible (letting them discuss, practice, teach etc.)

2.6 Formal-Nonformal-Informal Education
Roughly speaking, there are three groups of education:
2.6.1. Formal education
Learning that occurs in an organized and structured environment (such as in an education or
training institution or on the job) and is explicitly designated as learning (in terms of
objectives, time or resources). Formal learning is intentional from the learner’s point of view.
It typically leads to certification. Earning that occurs in an organized and structured context
(in a school/training center or on the job) and is explicitly designated as learning (in terms of
objectives, time or learning support).
Examples: University lectures, conferences

2.6.2. Informal education
Learning resulting from daily activities related to work, family or leisure. It is not organized or
structured in terms of objectives, time or learning support. Informal learning is in most
unintentional from the learner’s perspective
Examples: learning something by watching tv, from a friend, etc.

2.6.3. Non-formal education
Non-formal learning includes various structured learning situations which do not either have
the level of curriculum, syllabus, accreditation and certification associated with ‘’formal
learning', but have more structure than that associated with '’ informal learning’’
Examples: NGO and Youth-lead initiatives, swimming classes, etc.

2.7. Expert - Trainer -Teacher
An easy conceptual tool to distinguish 4 methods of education ( Expert, Teacher, Trainer,
Facilitator) is by evaluating them by the parameters of ‘process’ and ‘content’.
Content refers to how much of the new information (‘what’) that is transmitted is coming
from the side of the educator. Process refers to how much the educator is actively
contributing to and taking into account and the way that the information is flowing (‘how’).
2.7.1 Expert
The expert speaking about their field of expertise (for example a neuroscientist speaking at a
medical conference) is usually transmitting a lot of knowledge. They are there to give hard
facts to the audience (a lot of content). The way in which this happens is usually through a
unilateral stream of information that is flowing from the expert to the audience. Hence, there
is little focus on the process.

2.7.2 Facilitator
The job of the facilitator is to guide the audience through the learning process. Think of the
president of a board of executives chairing a meeting, or the prime minister facilitating
discussions in parliament. In those situations, the facilitator is not contributing any new
information to what is happening in the audience, they solely focus on managing the space
and the interaction so that the outcomes are reached.
2.7.3 Teacher & Trainer
Teachers and trainers are in the middle of the spectrum, since they focus both on the
process as well as on the content. A teacher (for example in high school) will interact with
the audience to facilitate learning. They do so by giving exercises, asking questions ect. In
non-formal education, a trainer will generally speaking put eve more effort into create the
space, environment and dynamics. However both the teacher and the trainer are not fixed in
this representation. Some teachers will have a style that fits more with the expert, or in
contrast will put more emphasis on the process.

2.8. Trainer compass
The trainer compass aims to identify and evaluate the competence of a trainer.
The trainer compass has four main areas for evaluation: Behavior, skill, attitude and
knowledge of the trainer.

2.8.1 Attitude
Trainer’s attitude represents the foundations of a trainer’s practice. It holds the structure for
knowledge, skill, and behavior. It is the core of the trainer, the first and most important thing
the trainees will see, feel, connect to, and what people will remember.

Towards others
With what mindset does the trainer generally approach people surrounding them? Examples
include but are not limited to: being free from stereotypes, having an open mindset, having a
positive outlook on others etc.

Towards self
What is the view of self? How does the trainer think of their self when they look in the
mirror?
Examples include but are not limited to: self-confident, reflective, positive, ect.

2.8.2 Knowledge
The knowledge a trainer needs can be divided into knowledge regarding how people work
and learn, the knowledge essentially needed to facilitate the learning process, and knowledge
related to the content of the training being delivered.
Knowledge about how the human brain processes information, how learning happens, and
what methods are most effective to stimulate long- term understanding and mastering.

Knowledge of topics
One cannot transfer information to others when they are themselves not master of the topic.
e.g. A trainer that does not know what quantum physics is will have a hard time teaching
others about the subject.

2.8.3 Skills
Next to knowledge, trainers also need some well-developed transferring skills – group of
skills that can be roughly put under two umbrellas of communication skills, as main tool for
knowledge exchange, and delivering skills, making it accessible for the audience to master
the skills related to the content.

Communication
Training settings are interactive and multi-dimensional. A trainer does needs to know how to
properly engage with the audience to facilitate their learning experience.
Delivery
General communication is necessary, but does is not sufficient to conduct affective training
sessions. One needs to know in what way one should speak and present the information at
hand so that the audience understands and remembers.

2.8.4 Behavior
No matter whom one IS and all the things that one KNOWS and CAN, it is not worth much if
one doesn’t DO something with those experiences, skills and knowledge. The impact of a
trainer is only as far reaching as the actions and behavior that s/he exhibit. Walking the talk
and demonstrating what (s)he is teaching in her/his own behavior, both in training and
everyday life, is absolutely essential for a great trainer.

Self-management
The way a trainer handles personal affairs. Examples include but are not limited to emotional
management, self-care, calming practices etc.

Impacting others
Indicates to what extent trainer behave towards people around them. How are they acting
out amongst others? Examples include but are not limited to: being empathetic,
approachable, charismatic etc.

3.TRAINING TOOLS AND METHODS
There are different tools and methods which can be used in trainings. Those tools allow us to
make our sessions more interactive and diverse, to design for the participants needs and
support all the learning styles, as well as to foster reflection and participation.
Not all tools are and methods are useful for every situation. It is important do recognize which
are their advantages and disadvantages are in order and choose wisley and use the most
appropriate one.
In this handout you can find the description of some of the tools that can be used in
trainings, but of course there are many more and we highly encourage you to look
for them and keep your trainer toolbox growing!

3.1 Brainstorming
Brainstorming as a technique has a creative character and it can be practiced individually
or in a group.
The concept of brainstorming includes defining a simple or a complex problem for which
solution are generated different ideas that are later accepted or rejected. The participants
in the process of brainstorming present and reveal new ideas as potential solutions for a
specific problem. In this process, brainstorming helps the stimulation of the human mind
towards creative problem-solving.
This creative thinking technique as a group activity usually starts with a gathering of a
group of people. As an informal method of problem-solving, group brainstorming, stimulates
creative thinking. The proposals that come up in these constructive meetings
can provoke interesting and unusual ideas that later could become a creative solution to a
problem.
The rules of brainstorming are:
- Do not criticize ideas
- Encourage producing a wide array of ideas: quantity better than quality
- Build upon others’ existing ideas
- Motivate sharing wild and unconventional ideas
Once the collection of ideas has been made, the best once can be selected.

3.2 Fishbowl discussion
In a Fishbowl discussion, participants seated inside the “fishbowl” actively participate in a
discussion by asking questions and sharing their opinions, while standing outside listen
carefully to the ideas presented. Participants take turns in these roles, so that they practice
being both contributors and listeners in a group discussion. This strategy is especially useful
when you want to make sure all participants participate in a discussion, and when you need a
structure for discussing controversial or difficult topics.

3.3 Gallery
The Gallery method consists of presenting the information in a gallery format as if
participants would be visiting a museum by using different posters hanging around the
room.
This method allows participants to move and walk around while exploring the posters,
which might be prepared by the trainers in advance or drawn by the participants as a
result of a previous activity.
The gallery allows combining visual and kinesthetic stimulus because the posters offer the
visual dimension and at the same time the distribution of those makes participants move
while discovering the new ideas and reflecting upon them.

3.4 Games
Imagine a boy playing with a ball. He kicks the ball against a wall, and the ball bounces
back to him. He stops the ball with his foot and kicks it again. By engaging in this kind
play, the boy learns to associate certain movements of his body with the movements
of the the ball in space. We could call this associative play.
Now imagine that the boy is waiting for a friend. The friend appears, and the two boys
begin to walk down a sidewalk together, kicking the ball back and forth as they go. Now
the play has gained a social dimension; one boy’s actions suggest a response, and vice
versa. You could think of this form of play as a kind of improvised conversation, where the
two boys engage each other using the ball as a medium. This kind of play has no
beginning or end; rather, it flows seamlessly from one state into another. We could
this streaming play.
Now imagine that the boys come to a small park, and that they become bored simply
kicking the ball back and forth. One boy says to the other, “Let’s take turns trying to hit
that tree. You have to kick the ball from behind this line.” The boy draws a line by dragging his
heel through the dirt. “We’ll take turns kicking the ball. Each time you hit the tree you
get a point. First one to five wins.” The other boy agrees and they begin to play.
Now the play has become a game; a fundamentally different kind of play.
What makes a game different? We can break down this very simple game into some
components that separate it from other kinds of play: the game space, the artefacts, the
boundaries, the rules of interaction and the goal.
For further information about the game components and games in general, have a look at the
Game Design handouts.

3.5 Jingsaw
The “Jigsaw Method” is a teaching strategy of organizing participant group work that helps
participants collaborate and rely on one another. This teaching strategy is effective for
accomplishing multiple tasks at once and for giving participants a greater sense of
individual responsibility. Here is the basic way this popular teaching strategy is used in
classrooms:
Participants are broken down into groups.
- Each participant within the group is assigned a specific role or task.
- As the group works, participants contribute their role/task to the group
efforts.
With this simple approach to group work, each individual has something unique to
contribute to their group’s outcome. No one else in the group is doing the same task, so
each participant experiences a higher sense of ownership and accountability to the
members of their group.

3.6 Meditation
Meditation is a mental exercise that involves relaxation, focus, and awareness. Meditation
is to the mind what physical exercise is to the body. The practice is usually done
individually, in a still seated position, and with eyes closed.
What is the definition of meditation in Psychology?
In Psychology, meditation is defined as “a family of mental training practices that are
designed to familiarize the practitioner with specific types of mental processes.

Meditation is practiced in one of three modes:
- Concentration: focusing attention on a single object, internal or external (focused
attention meditation)
- Observation: paying attention to whatever is predominant in your experience in the
present moment, without allowing the attention to get stuck on any particular thing
(open monitoring meditation)
- Awareness: allowing awareness to remain present, undistracted and not engaged
with either focusing or observing
Other characteristics of meditation include:
- Meditation is an individual practice, even if done in groups.
- Meditation is often done with eyes closed, but not always
- Meditation usually involves bodily stillness. But there are also ways to do walking
meditation, and to integrate mindfulness in other activities.

3.7 Memory cards
Memory cards are very useful to train memory and help participants to remember and
learn new information. It consists on having different cards (or pieces of paper that act as
cards) in which the information is represented.
The information in the memory cards can be presented in a written format, as drawings or
as a combination of both. The more creative and eye-catching the cards are, the easier it
will be for the participants to retain the information. Nevertheless, it is also important to
keep them simple and to not include too many ideas in one card because that would
create noise, making it more difficult for the participants to remember every piece of
information or to distinguish the important points from the not so relevant ones.
The cards can be used in many different kinds of activities and games. In addition,
sometimes it can be interesting to ask participants to make their own cards: it will
definitely help them remembering the information better if they create the cards
themselves.

3.8 Mission (Im)possible
The mission (im)possible is an activity that consists of giving a group of participants
several tasks to accomplish in a certain period of time.
Usually, the tasks will be too many and it will not be possible to complete them all within
the time given. That is why it is called mission impossible. This format is ideal to make
participants experience the feeling of failure.
Nevertheless, depending on the context and the goals of the session, it might be
interesting to create a list of tasks that although it should be hard to accomplish them on
time, it is still possible to do so. This can be interesting, for example, if we are using this
tool in a Team Building session in which the feeling of failing is not something that we
would like participants to go through.
The Mission (im)possible can be used in many different contexts: team building, team
work, time management... and it can have multiple variations. The task given in the
activity can also be very diverse: we might wish to give participants tasks which are
random or we might wish to give them tasks which are related to a certain topic or issue.
It is completely up to the trainer to decide how the tasks will look like (funny, serious,
random, topic-related...), how many tasks participants will need to accomplish and how
much time will be given.

3.9 Open space
In Open Space meetings, events and organizations, participants create and manage their
own agenda of parallel working sessions around a central theme, topic or issue.
Open Space operates under four principles and one law. The four principles are:
1. Whoever comes are the right people
2. Whatever happens is the only thing that could have happened.
3. When it starts is the right time
4. When it's over it's over
The Law is known as the Law of Two Feet:
"If you find yourself in a situation where you are not contributing or learning move
somewhere where you can." This means that participants can basically leave the room
and go to another one whenever they feel like doing so.
What does Open Space look like?
A meeting room prepared for Open Space has a circle of chairs in the middle, letters or
numbers around the room to indicate meeting locations, a blank wall that will become the
agenda and a news wall for recording and posting the results of the dialogue sessions.

Essentially an Open Space meeting proceeds along the following process:
1. Group convenes in a circle and is welcomed. The facilitator provides an overview
of the process and explains how it works.
2. Facilitator invites people with issues of concern to come into the circle, write the
issue on a piece of quarter size flip chart paper and announce it to the group.
These people are "conveners."
3. The convener places their paper on the wall and chooses a time and a place to
meet. This process continues until there are no more agenda items.
4. The group then breaks up and heads to the agenda wall, by now covered with a
variety of sessions. Participants take note of the time and place for the session
want to be involved in.
5. Dialogue sessions convene for the balance of the meeting. Recorders determined
by each group capture the important points and post the reports on the news wall.
All of these reports will be rolled into one document by the end of the meeting
6. The group then finishes the meeting with a closing circle where people are invited
to share comments, insights, and commitments arising from the process.
The Open Space Technology puts participants in the focus of the process, allows them to
facilitate the space and share their knowledge and skills.

3.10 Quiz
A Quiz is a test formed by questions that participants need to answer in order to get a
certain mark in the end. The quizzes can be done individually or in group and sometimes

it can be interesting and fun to organize them as a competition between teams.
Quizzes can be useful to assess the knowledge of participants on a certain topic. We can
also use them as a self-assessment tool if the results of the quiz are not revealed and are
kept private.

3.11 Role play
In role play, you take on the role of a character, imagine a situation, and act as you think
your character would act in that situation. Putting yourself in another person’s shoes helps
you to empathize with that person’s goals and challenges, and can lead to insights and
better solutions.
Role playing does not need to be an activity itself. It is rather a method that can be used in
many activities and games in order to make participants experience the feeling of
certain character and/or experience a certain situation.
If we choose to use the role play, we need to remember to de-role participants after the
activity is over.

3.12 Storytelling
Storytelling is the interactive art of using words and actions to reveal the elements and
images of a story while encouraging the listener’s imagination.
1. Storytelling is interactive.
Storytelling involves a two-way interaction between a storyteller and one or more listeners.
The responses of the listeners influence the telling of the story. In fact, storytelling
emerges from the interaction and cooperative, coordinated efforts of teller and audience.
In particular, storytelling does not create an imaginary barrier between the listeners. This is
part of what distinguishes storytelling from the forms of theatre that use an imaginary
“fourth wall.”
Different cultures and situations create different expectations for the exact roles of
storyteller and listener – who speaks how often and when, for example and therefor
create different forms of interaction.
The interactive nature of storytelling partially accounts for its immediacy and impact. At its
best, storytelling can directly and tightly connect the teller and the audience.

2. Storytelling uses words.
Storytelling uses language, whether it is a spoken language or a m
as Sign Language.
3. Storytelling uses actions such as vocalization, physical movement and/or gesture.
These actions are the parts of spoken or manual language other than words. Their use

distinguishes storytelling from writing and text-based computer interaction. Some
storytellers
nonverbal language behaviors need to be presented in storytelling. Some storytellers use
body movement extensively, for example, whereas others use little or none.
4. Storytelling presents a story.
Storytelling always involves the presentation of a story. Every culture has it’s
own definition of story. What is recognized as a story in one situation may not be accepted
as one in another. Some situations call for spontaneity and playful digressions, for
example; others call for near-exact repetition of a revered text.
5. Storytelling encourages the active imagination of the listeners.
In storytelling, the listener imagines the story. The storytelling listener’s role is to actively
create the vivid, multi-sensory images, actions, characters, and events-the reality-of
the story in his or her mind, based on the performance by the teller and on the listener’s
own past experiences, beliefs, and understandings. The completed story happens in the
mind of the listener, a unique and personalized individual. The listener becomes,
therefore, a co-creator of the story as experienced.
Telling a story can be a very useful tool to present information or encourage reflection on
a certain topic since the fact that there is a story behind makes it more attractive for
participants to listen. In addition, it is scientifically proven that human minds remember the
information easier if it is presented in the form of a story with scenarios that are connected
and create a flow between them.

3.13 World Cafe
The World Café methodology is a simple, effective, and flexible format for hosting large
group dialogue. Still, this method can be modified to meet a wide variety of needs. The
following five components comprise the basic model:
1) Setting: Create a “special” environment, most often modelled after a café, i.e. small
round tables covered with a checkered or white linen tablecloth, butcher block paper,
colored pens, a vase of flowers, and optional “talking stick” item. There should be four
chairs at each table (optimally) – no more than five.
2) Welcome and Introduction: The host begins with a warm welcome and an introduction
to the World Café process, setting the context, sharing the Cafe Etiquette, and putting
participants at ease.
3) Small-Group Rounds: The process begins with the first of three or more twenty-minute
rounds of conversation for small groups of 4-5 people seated around a table. At the end of
the twenty minutes, each member of the group moves to a different new table. They may
or may not choose to leave one person as the “table host” for the next round, who
welcomes the next group and briefly fills them in on what happened in the previous round.

4) Questions: each round is prefaced with a question specially crafted for the specific
context and desired purpose of the World Café. The same questions can be used for
more than one round, or they may build upon each other to focus the conversation or
guide its direction.
5) Harvest: After the small groups (and/or in between rounds, as needed), individuals are
invited to share insights or other results from their conversations with the rest of the large
group. These results are reflected visually in a variety of ways, most often using graphic
recording in the front of the room.
The World Café is a useful method to engage participants into discussion and encourage
group reflection on different questions or topics.

CONCLUSION
There are many methods and tools that we can use in our training sessions. In this
handout only some of them have been presented, but there are many more. In addition,
many of the presented methodologies can have variations and can be adapted to the
needs of different groups, settings, topics and timings.
We would like to encourage you to be creative, to experiment with these methods,
discover new ones and to maybe try to combine them or create your own tools.

4. GAME DESIGN
Games and activities play a crucial role in non formal education, as they allow us to create
experiential trainings in which participants can learn by doing, potentiating their pro
activeness, boosting their interaction and allowing them to connect their
knowledge and experiences to the new inputs.
So, why to use games?
- Too keep participants awake
- Group Dynamics
- To understand better
- To keep audience curious
- To have fun
- To show practical examples
- To make participants learn without letting them be aware
- To touch all the senses
- To put the message in a new context
- To involve participants more
- To make participants collaborate
- To engage the participants
- To trigger the imagination
- To identify gaps or weaknesses in knowledge/skills
- To serve as a summation or review

- To develop new relationships among concepts
The Gamestorming theory is a tool for game design. According to it, in order to create a
game, the following steps need to be followed:
1) Goal: the purpose of the game. For what are we playing?
2) Imagine the world: Before the game can begin we must imagine a possible world;
a temporary space, within which players can explore any set of ideas or
possibilities.
3) Create the world: A game world is formed by giving it a space, boundaries, rules, and
artefacts. These are known as the Game Components.

4.1 Game Space
To enter into a game is to enter another kind of space where the rules of ordinary life
are temporarily suspended and replaced with the rules of the game. In effect, a game
creates an alternative world, a model world. To enter a game space, the players must
agree to abide by the rules of that space, and they must enter willingly. It's not a game
if people are forced to play. This agreement among the players to temporarily suspend
reality creates a safe place where the players can engage in behavior that might be risky,
uncomfortable, or even rude in their normal lives.

4.2 Boundaries
A game has boundaries in time and space. There is a time when a game begins
when the players enter the game space-and a time when they leave a game
space, ending the game. The game space can be paused or activated by agreement
of the players. We can imagine that the players agree to pause the game for lunch, or so that
one of them can go to the bathroom. The game will usually have a spacial
boundary, outside of which the rules do not apply.

4.3 Rules of interaction
Within the game space, players agree to abide by rules that define the way the game
world operates. The game rules define the constraints of the game space, just as
physical laws, like gravity, constrain the real world. The rules also define the behavior
that players need to adopt to interact with each other.

4.4 Artefacts
Most games employ physical artefacts; objects that hold information about the game,
either intrinsically or by virtue of their position. Artefacts can be used to track progress
and to maintain a picture of the game's current state. The player can also be
considered artefacts in the sense that their position can hold information about the state of
a game.

4.5 Open the world:
Once the world has been created, it is time to open it to participants for them to play it. A
game world can only be entered by agreement among the players. To agree, they must
understand the game’s boundaries, rules, artefacts; what they represent, how they operate,
and so on. When explaining the game to participants, we need to make sure to cover the
following:
4.5.1 Instructions
Once you have set the stage for the playing of the game, the next step is to give the
purpose of the game and go through the instructions. You can have them written on a piece
of paper or on a flip chart.
Experts in the field suggest beginning with the purpose of the game. State it simply and
directly: “We are playing this game to further develop your coaching skills” though
you don’t have to be too detailed. Next, explain how to play the game using a step by step
approach. Try to keep it as simple as possible. If there are more than half a dozen steps and
more than a few basic rules, you may want to consider using a visual support for the game
so that players can easily refer to instructions whenever necessary.
The basics that need to be covered in the instructions are:
· Type of Game and Overall Theme of the Game
· Roles and Responsibilities
· Objective and What is a win
· Where and How they play
· Resources and Duration
· Rules and Regulations
· Trainer’s role
· What ends the game
· Special concerns (if any)

4.5.2 Roles
If the game contains roles for the participants, state them after giving the instructions.
Giving the roles before the instructions might create a lack of attention during the
explanation of the last, as participants are usually very curious about theirs and others
roles and might prefer to discover more about these ones rather than carefully
listening to the instructions of the game.
Roles might be individual, in pairs, in groups... depending on the game setting.
Sometimes it is also a good option to have secret roles. In that case, remember to
emphasize that players should not reveal their roles.
4.5.3 Timing
Tell the players for how long the game is going to last or if there is time pressure, tell
them clearly what it is and how you will announce the end of the time.
4.5.4 Check for understanding
When finishing giving the instructions, do not hesitate to check for participants

understanding asking them to repeat the instructions or if they have any questions.

4.6 Explore the world:
Participants start playing the game. Goals are the animating
force that drives exploration; they provide a necessary tension between the initial
condition of the world and some desired state. Goals can be defined in advance or
by the players within the context of the game. Once players have entered the
world they try to realize their goals within the constraints of the game world's
system. They interact with artifacts, test ideas, try out various strategies, and adapt
to changing conditions as the game progresses, in their drive to achieve the
goals. While participants play the game, the trainer needs to:
4.6.1 Monitoring and shadowing
In most games, as trainer, you will have a very passive role. Once the game begins,
find a comfortable place for yourself away from the action, but in a spot where you can
monitor what is happening. You may also take an overseeing role that is keeping score,
watching the time, and taking notes. Or, you may want to assign these duties to participants
when you set up the game.
4.6.2 Encourage (failure)
Gaming is a social activity. Games allow for mixing, mingling, and meeting others. This
also means hearing the opinions of others, discussing content with other and have
others reinforce the learning. Games encourage learners to bring together, analyze
and interpret information by actively processing it which make training more appealing.
Make sure that socialising happens through questioning, challeges or rules keeping.
A good game just increases those chances! If something goes wrong during the game, you
can call a “time out” and fix the
problem, or go over the rules again if needed. Then allow the game to proceed and go back
to your observation spot.

4.7 Closing the world:
Once participants have played the game, it is time to end it.
Normally, the game finishes when someone archives the goal or it might
happen that the trainer chooses to end the game for other reasons. Once the
game is over:
Calm down, come back
Get the attention of participants, announce that the game is over and ask them to kindly
sit down, come back to the real world.

4.7.1 De-roling
De-roling is a way of signaling the end of a particular role in role-play. One signal
indicates the end of the time period permitted, and a second indicates the completion of
the task set. Depending on the type of roles, badges, or coats might be removed to signify
closure. Some people find it difficult to shed roles, and de-rolling is thus necessary to help
them come out of the role. If the activity was very intense, you might wish to do some kind
of activity to get the roles out (an energizer, deep breathing...).

4.8 Debriefing
Debriefing is the process of reflecting upon the outcome of an activity, one or more
meeting, sessions, discussions or documents in which this process of reflection takes place.
The purpose of games and activities is to create for participants a framework for
experiential learning. Each experience you create must end with a debriefing process, so
that the learning cycle is followed through and for the learning to occur.
During the debriefing you are supposed to discuss/analyze the specific experience the
participants went through during the practical activity. It can take place in
small groups or in the big group. The participants exchange affective and cognitive
reactions in response to the practical activity they were engaged in and connect these
thoughts and feelings in order to learn from the experience.
The role of the trainer as a moderator/facilitator in this discussion is very important in this
stage of the learning cycle:
• Assists the participants in a critical analysis of their experience
• Helps participants to express their feelings, thoughts and to conceptualize
experience so that they can extract the conclusions and learning points.
The questions asked in the debriefing should be:
· Short
· Direct
· Clear
· Opened (starting with when, what, how...)

4.9 4Fs
In order to correctly process a learning activity, we have to analyze the experience from all
aspects. Roger Greenaway developed a Reviewing process that support reflection,
communication, analysis, feedback and feed-forward to strenghten learning.
This process tackles 4 main aspects we need to consider in order to fully understand what
is going on, all of them starting with “F”
Facts, Findings, Feelings, Future
4.9.1 Facts
The main point of this part is to make participants detail what happened during the
exercise in factual term, perceived by senses.

Questions
· What happened?
· What happened when/during...
· How did things go?
· What happened at the beginning?
· What did you observe during the exercise?
· What did you notice during the exercise?
· What things were new for you?
Evaluation
· How was the exercise?
· How successful was it?
· How efficient were you?
Mistakes
· What were the high and low points of this exercise?
· Why did you find this task difficult?
Roles/Team cooperation
· How were you cooperating as a team?
· What do you think, what was your role?
· Who was leader in this exercise?
· How did your partner react to this action?
· Individual behaviors
· What did you do?
· What strategies did you
· What did you do to solve it?
· How did you behave?
· How did you react to this situation?
4.9.2 Feelings
The main objective of this step is to make participants share the feeling they went through
during the exercise. It’s important to help them name these feelings out loud
as they may influence the learning. It’s not an easy task so the use of imagery or
accepting blurred description also works though an effort to verbalize should be
requested.
4.9.3 Findings
At this stage the aim is to take distance from the experience and draw out learning points
from it. The focus is on the discovery and potential connections.
Analyze experience
• Why the things happened the way
• Link the experience to theories and making conclusions
• What are the learning points
• Have participants suggest other possible perspectives or changes that might have led to
different outcomes

- Questions
· What made you think?
· What made you realize this?
· Why do you think we did this exercise?
· What did you learn?
· What do you take out of this?
· What have we learnt from this exercise?
· What did you realize now/at the end?
· What was the message of the exercise for you?
· Which conclusions can you draw?
4.9.4 Future
This is the phase where to draw a conclusion that is useful for the whole group. The
related questions will help participants project themselves in the future equipped with a
new and tested set of skills and attitudes.
How are the conclusions useful in real life or in the next similar experience?
• How can we develop?
• What is the next step for us?
Questions
· Where would you use the new knowledge
· What do you take “home” for your future work?
· What could have been made different?
· What would you do differently in the next time?
Explain it how
· How would you explain this to your fellows?
· How would you explain this to your friends?
Where/When to apply
· In which situation can you use the things you learned?
· Where do you see yourself using this exercise?
· Do you have another example in which we can apply what we have learned?
How to apply
· How can you use the things you learned in real life?
· How can you apply these in a daily situation?
· How could you implement learned things from today into your real life?
· What do you think what would happen if you implemented in your life what you
have just learned?
· What will you do differently after this exercise?
· How can we apply these findings in our life?
· To which real life situation can you relate the situation of the game?
· Can you imagine an example in your life where you could apply this?
· In different context, how could you apply this?
What to apply
· Which skills/findings from this exercise will help you in real life?

· Why is it important?
· Why is this exercise important in our everyday life?
· What do you think about importance of this exercise?
Therefore, different ways of debriefing can be:
- Group discussion: the trainer debriefs the activity with the whole group by asking
questions.
- Small groups discussion
- Pairs
- Self-reflection
- Drawing: the trainer can ask participants to draw their feelings, conclusions,
learning points...
- Singing
- Writing: the participants can write about their experience, can write a letter to
themselves...
- Flashlight: the trainer posts a question and participants answer to it shortly, with a
word or a sentence, for example. An object can be used (toy, ball...) for
participants to pass it around.
- Dixit cards: using cards or other creative drawings can help participants to ex
their feelings as they choose a card that represents them.
Silent debriefing: the trainer can post different questions or drawings around the room and
participants can post their answers on the walls. This allows participants to reflect on their
answers for a longer time and walk while doing so. In addition, others will not recognize who
wrote each comment, that might make them feel more comfortable and opened to share.
- Creative settings: debriefings can also happen in creative settings, for example,
you can set an imaginary bonfire and make participants sit around it, creating a cozy
atmosphere.

5.FACILITATION
What is facilitation?
The definition of “facilitate” is "to make easy" or "ease a process." What a facilitator does
is plan, guide and manage a group event to ensure that the group's objectives are met
effectively, with clear thinking, good participation and full buy-in from everyone who is
involved. Your key responsibility as a facilitator is to create this group process and an
environment in which it can flourish, and so help the group reach a successful decision,
solution and conclusion.

The facili-training rainbow illustrates the spectrum that is facilitation.
The two axises represent the dimensions of the different facilitation techniques. On the x
axis, you will find “contribution to content”. This means the degree to which the facilitator
is actively transferring information to the audience. On the y-axsis there is the level of
interaction. A high interaction means maximal forth-an-back exchanges between the
facilitator and the audience.

The different techniques for facilitating are explained here:
5.1 Process monitoring:
When monitoring the facilitator is supervising the audience. This means there will not be an
interaction between both parties unless strictly necessary in the case of an intervention (e.g.
participants misunderstood the task, and you’ll have to redo the explanation
5.2 Brainstorming:
While there are different ways to do the brainstorming the facilitator
usually does not do more than writing down the ideas brought forward by the
group.

5.3 Facilitating a discussion:
The facilitator makes sure the group is guide in a direction that is productive. They try to
make sure the whole group is involved. The facilitator thus closely monitors the
discussion and is quick to jump in when participants go off track. Tips on how to
facilitate discussions can be found in the next section.
5.4 Socratic direction:
In a Socratic interaction, the facilitator aims to clarify the
position and the ideas of the audience by reflecting questions back to the audience
that force them to deepen their understanding or position. Questions are thus
aimed at clarification, asking for reason and evidence and making assumptions
explicit. Some examples include
o What do you mean by … ?
o Could you give an example?
o Could you explain further?
o Your reasoning rests on the assumption that … . Could you explain why
you assume that?
o Why do you think that is true?
o What are your reasons for saying that?
o What led you to that belief?
o Etc.
5.5 Teaching:
When teaching, the main focus of the facilitator is the transfer of new
knowledge to the group. However, this is done while continuously monitoring the
comprehension of the audience. The teacher asks questions regularly to let
students reflect, and answers directly all questions that are coming from the
audience.
5.6 Demonstrating:
The facilitator is showing how, according to them, something
should be done.
5.7 Presenting:
Unidirectional knowledge transfer: a stream of facts coming from the
facilitator to the audience.

5.8 Concrete facilitation tools
● Voice:
Voice has an influence on the general atmosphere of the group (f.e
excited, monotonous…) but also on what it is you expect from participants. Notice
the difference in voice tone and volume between asking a question, transmitting
information or trying to grab their attention. For making clear who is facilitating and
thus the focus of attention, ‘project’ your voice, as if someone sitting in the back of
the room would also need to listen.

● Body language:
Again, the way you use your body influence how participants
perceive you. When explaining, use hand gestures to draw attention (but don’t exaggerate).
Notice how the attitude of the participants changed towards you whether you are sitting
down, walk around ,standing etc.
● Redirecting questions:
Often the answer is already in the question. Since we generally want to be facilitators rather
than expects, direct the question back at either an individual or the group. Example:
o Good question, what do
o How would you
o Does someone have an idea?
o What does the group think?
o Etc.
● Eye contact:
can be used in multiple ways
o Looking at the audience to make them feel involved
o Encouraging someone
o Transmitting an emotion (compassion, understanding, confusion, etc.)
● Giving examples:
Some people can learn by concepts, others learn by concrete
situations which they can then abstract for themselves. Make sure to include lots
of examples when explaining abstract things to facilitate learning.
● Referencing back:
Referring back to things that happened in the past (e.g.
previous sessions) to connect the dots.
● Silences:
can be used in multiple ways
o To stress an opinion, the importance of a point
o To transmit a feeling of compassion or understanding
● Probing:
Assessing where the participants are in the learning process. Possible
questions include:
o Is that clear?
o Does this make sense to you?
o Could you explain this in your own words?
● Summarizing:
after a long explanation, highlight the most important points and
take home messages
● Paraphrasing:
Saying the same thing (in essence), but using different way of explaining
● Asking questions:
Asking questions makes people reflect
● Bridging:
Connecting with the next topic at the end of a session, or with the
previous topic in the beginning of a session. Example:
o ‘We have now learned about the ways a training is structured. However, in
order to train, we also need to know how to deliver. That’s why now we’ll

move from session design to facilitation.
● Personal:
o Putting forward personal experience
▪ Building credibility
▪ Giving real
▪ Creating a connection with the participants/ Relating on a personal
level
o Using participants names in order for them to feel involved
▪ ‘What do you think, Peter?’
● Appreciation:
Thanking participants for their contributions made in
an open environment and to let them feel safe.

5.9 Handling difficult personalities
There are no perfect ways to deal with certain personalities. First of all
no behavior is without reasons. Therefore, before jumping and
making assumptions, make sure you have examined them and that you know what
is going on. After getting a clear picture of the ‘why’ of this behavior, you can try coping
with it in the group. In here, we will try to list down a few things on how certain situations
could be approached.
Hijackers
These people think they should facilitate the discussion instead of the facilitator.
Ways to handle:
● Confronting
o Credibility-wise: a.k.a. ‘where did you get this knowledge from?’ ‘Are you a
trainer?’ Etc.
o Dynamics-wise: e.g. ‘In order for everyone to be on the same page and to
have a clear role division, I suggest I facilitate the discussion’
● Taking a break, going to them and giving BIO
Attention seekers
These participants always want to be in the center of the spotlights.
Ways to handle:
● Closing off their contribution: ‘Ok, thank you for that input’
● Redirecting: ‘Does anyone else have something to say about it
● Confronting: ‘I suggest we leave this for during the breaks’, or simply leaving an
intentional awkward silence after the said something silly
Cross-talkers
Cross-talkers make side-talk while the facilitator is speaking
Ways to handle
● Confronting: Pausing the explanation and looking at them; ‘I notice you are talking
a lot, which is distracting both for me as well as for the other participants. To let
this training go smoothly, I suggest you keep side-talks

● Introducing a break
● Doing an energizer that let’s people go sit on different places
● Giving the cross-talkers another task to focus on
Bullheads
Bullheads are stubborn and refuse to take anyone but their point of view, and might get
emotional about it.
Ways to handle:
● Asking for background: ‘I can see you feel very strongly about this topic, may I ask why?
Addressing subjectivity/ partiality: ‘That is a valid opinion, however there might also
be others that are also right from their point of view.’ ‘Thank you for sharing, but
since everyone here has the same right of speech, let’s also look at some other
opinions’
● Taking things to a vote
● Confronting: Asks who shares this opinion and who doesn't
Potato Pax
Sleepy participants how pay little attention and are less dynamic
Ways to handle
● Waking them up: games, energizers
● Breaks
● Giving them a task
● Move to a different setting
● Confront: ‘I can tell you are paying less attention, and this is also affecting
group atmosphere. Could you please try to focus until the break In order not to
disrupt the session.

5.10 Visualization
The term Visualization, in this context, refers to the process of turning an abstract concept
into concrete imagery. Relationships between concepts, hierarchies between elements,
even novel ideas can be turned into easy to remember images using meaningful
symbolism and a little creativity.
In the end, however, visualization is a tool. It enables and supports the trainers ability to
communicate complex content in an interesting, comprehensible, and memorable manner.
Why should we visualize?
Human brain is particularly good at remembering two things: Places and images. The
importance of our spatial memory evolved back in the days where humans had to hunt for
food. If you remembered where you found something last time, your chances of survival
increased. Regarding our visual memory, I would argue, that compared with many animal
species, the predominant sense of (most) humans is vision.
In contrast, us humans are relatively bad at remembering lists and sets of unstructured
data. If you take a peek behind the curtain of competitions such as the world memory
championship, you will soon discover that in order to learn thousands of numbers of
hundreds of playing cards (in order!), the participants turn these abstract pieces of data
into images (visual memory) and visually place them in places they know well (spatial

memory). (For the interested reader, the Major System and Memory Palace techniques
might be of interest.)
In the context of training design and delivery the implications are simple: In order to teach
participants complex concepts in a way they can easily comprehend and remember,
writing these concepts on a flipchart and explaining them verbally will make them memorize
them quicker.
That is simply not how our brain works! However, if we manage to turn these concepts
into symbols and images, the presented concepts will be anchored more strongly and,
therefore, will be remembered longer and better.
Besides these “obvious” benefits, graphic visualization supports the trainer in keeping the
attention of the crowd as images and colors are more stimulating and thought
than just words alone. If we first have to decode a symbol in order derive its meaning, we
utilize more of our attention and strengthen the synaptic connections, simply by thinking
about it!
Do’s and Don’ts of good Visualization
While every trainer has their own visualization style, knowing a few Dos and Don’ts can
help and guide every junior trainer when getting started. The following principles ought to
be seen rather as guidelines than as strict rules.
Use the backside
If your flipchart paper has squares on one side, turn it around and write on the back. As
the squares and lines will still shine through a little, they can be used as guidance when
writing. From the perspective of the participants, however, seeing them on
can be distracting. In case of doubt, everything that does not help harms.
Write headings
Headings can provide some guidance to your participants, as they supply some context
and meaning for the rest of the flipchart.
Images over words
Whenever possible, use images/symbols instead of words. Not only are they easier to
remember, as stated above, using vivid imagery also makes your flipcharts more
appealing and attention-worthy.
If you are looking for a place to get started, websites such as
great source of inspiration.
Use color wisely
Using color is a great way of drawing addition attention on certain aspects and words. If it
is overdone, however, too much color can distract and confuse. As a rule of thumb every
trainer should be fine if he uses black for writing and drawing shadows and highlights, and
(optionally) grey for ''light spots''.
In order to shadow the simplest way possible, imagine the sun to be in the left corner of
your flipchart. The shadows will fall on the right side and the bottom of any symbol and
frame.
Keep it simple
As always, the dose makes the poison. Try not to overload your flipcharts with symbols
and color. Use them wisely where adequate. The important point is, that the imagery you
use works well to get the core message across.

